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On Christmas Eve of 2018, Jessica He Liu, a chef in Los Angeles opened her home to friends and 
family to volunteer and help assemble food boxes and personal hygiene products and distributed 
these goods out to those in need. What started off as a goal to spread kindness during the holidays, 
became a yearly traditional non-profit volunteering event for those families involved. In March 
2020, the deadly COVID-19 pandemic took the world by surprise, causing a copious amount of 
social distancing guild lines to be formed and enforced. Although there was still a slight hope that 
the pandemic would be over by the holiday season, it turned out that this yearly volunteering event 
will be cancelled due to the large numbers of volunteers crowding in a small space. In order to 
provide the volunteering experience of spreading joy without crowding the small spaces that were 
offered, the mobile food assembling & distribution station idea was created. The purpose of this 
project was to provide all the pre-construction documents needed in order to create a fully 
functional mobile station for food assembling and distribution purposes. Of course, this is taking 
into consideration of social distancing guild lines, and also that not every person out there has pre-
existing construction knowledge. To accommodate the various user characteristics, pre-
construction documents are created to fit users with different construction experience backgrounds, 
as well as lifestyle backgrounds. Understanding how these construction documents and legal 
documents are used and created is the goal of this document. 
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Introduction 
 
 
In March of 2020, the deadly COVID-19 virus started to spread through all parts of the world, causing 
a pandemic that took the world by surprise. With copious amounts of social distancing guild lines 
being created and enforced, it came clear that the non-profit volunteering event during holiday season 
was going to get canceled. In order to spread kindness through this yearly event without crowding 
volunteers in a small space, the mobile food assembling & distribution station idea was formed. The 
purpose of the project was to provide all the pre-construction documents needed in order to create a 
fully functional mobile station for food assembling and distribution purposes. To accommodate 
various user characteristics, these pre-construction documents were created to fit users with different 
backgrounds, whether it was construction experience or lifestyle habits. In addition to creating a 
packet to fully construct this structure, the structure itself not only promotes social distancing, but also 
spreads the ability to distribute kindness in different parts of the world. This document will 
demonstrate the meaning and concept behind each pre-construction contribution, as well as allowing 
each unique user to fully understand and utilize it to create a fully functional project, despite having 
no construction experience or knowledge.  
 
Background 
 
On Christmas Eve of 2018, Jessica He Liu, a chef in Los Angeles opened her home to friends and 
family to volunteer and help assemble food boxes and personal hygiene products and distributed these 
goods out to those in need. With the help of social media and kind-hearted volunteers, this event 
became more well-known and eventually became a yearly traditional non-profit volunteering event. 
Those that wanted to participate but did not have the time to volunteer with physical labor donated 
instead, and all donations were used to purchase materials within the hygiene bags and food boxes. 
Those that did want to volunteer, would offer space in their own homes to allow volunteers to 
assemble goods. Every year, it is Chef Liu’s goal to increase the count of goods that get distributed; 
however, this presented a challenge: the more goods and volunteers we needed, the less space we had 
to make it happen.  As this event became more well-known, more volunteers and materials were 
involved, thus crowding the spaces provided to assemble these packages.  
 
As the non-profit event became more well-known through social media, it was getting difficult to find 
volunteers to offer up spaces in their own homes to make the event happen. In addition to the existing 
difficulty of finding an available space, the COVID-19 pandemic also took the world by surprise, 
causing the rise of social distancing guidelines and enforcements. Winnie He, a current Cal Poly 
Construction Management student provided Figure 1 to Figure 4 below to show how the event was 
operating before the pandemic took place. As you can see, there are more than 15 volunteers crowded 
in the corner of a living room provided by one of the volunteers, while the other materials and 
assembling stations are not even shown to prove the capacity issues. After the goods were assembled, 
each volunteer takes 5-10 sets of goods to distribute on their way to their next destination. 
 
 
       Figure 1: Volunteers     Figure 2: Hygiene Products 
 
           Figure 3: Volunteers with a receiver      Figure 4: Volunteers distributing the goods  
In addition to the new social distancing guidelines that are being enforced, Winnie He developed this 
mobile food assembling & distribution station idea while taking mobility and efficiency into 
consideration. The idea is for every volunteer, or every group of volunteers to be able to have their 
own mobile food assembling & distribution station. The distribution & assembling station would be 
attachable via a trailer, which would attach to any normal car with a trailer hook. This saves the 
trouble of trying to find an area to assemble packages, and doubles as storage while volunteers are out 
and about to distribute the packages. Of course, this also helps enforce social distancing guidelines 
and guarantees the safety of our volunteers and receivers of the goods as well.  
 
 
Project Purpose 
 
The purpose of this document is to provide all the pre-construction services needed to create a mobile 
food distribution & assembling station. Pre-construction services may include but aren’t limited to: 
cost analysis of the scope of work, plans and specifications, Schedules, and materials and equipment 
lists, and cut list, etc. The final product proposed is similar to a wooden shed, also incorporating some 
door and window openings to act as the distribution function. When the station is completed, it will be 
attachable to any car or truck via a trailer. The idea is for this food bank assembling and distribution 
station to be mobile. Keeping in mind that every user is unique with different construction and lift 
style backgrounds, the document accommodates all users by providing different versions or 
alternatives to provided solutions. Having the pre-construction documents out there available to the 
general public would be a great contribution to all volunteers interested in these types of projects. Not 
only will this mobile food distribution & assembling station be beneficial to volunteers, but it also 
gives participants a platform to help those in need. 
 
 
Project Process 
 
Pre-construction documents can vary depending on the project itself, some documents might be 
needed, but not every single document is applicable to the situation. With that said, the first part of the 
project process is to identify the specific documents needed for the situation. Things like plan of 
action, milestones or deadlines, documentation of discussions, etc., should all be taken into 
consideration before officially starting the construction documents. In a sense, there are things that 
should happen before the pre-construction. A plan of action and milestone outline was incorporated 
into the same document for this project, and meeting minutes were used to discuss the process of the 
general contractor, which is the student in this case.  
 
Plan of Action & Milestone Outline 
 
A Plan of Action is exactly as it sounds, it is plan created to show the steps and actions the general 
contractor will take to complete this project. Along with the plan of action, a Milestone Outline was 
also incorporated into the same documents, so important dates and deadlines are not forgotten. In a 
sense, this milestone plan describes the schedule and the expectations by specific dates, while the plan 
of action gives the scope to the general contractor. This part of the project process still describes what 
a general contractor needs to do, in order to provide a fully usable set of pre-construction documents. 
In this case, the student of this senior project, Winnie He, acts as the general contractor; this document 
was created to keep the general contractor on track, while serving as a guide to instructions as well. If 
the owner or user of the project decides to hire an external general contractor, they can also provide 
these documents as a general guide for instructions.  
 
A small portion of the final Plan of Action & Milestone Outline is shown in below: 
 
 
Figure 5: Plan of action & Milestone Outline 
 
Meeting Minutes 
 
In an industry involving various personnel, legal documents and safety concerns, meeting minutes is a 
great way to keep participants’ roles and responsibilities documented. Meetings can be held for 
various reasons, with different participants from the owners’, engineers’, architects’, and contractors’ 
side; it is important that information is documented, so that those responsible are held accountable. In 
the case of this Senior Project, Winnie He, acting as the general contractor role had asked a university 
professor to act as a consultant. Meetings were always scheduled ahead of time, with a rough agenda 
of what will be discussed. Typically, the rough agenda is formulated while referencing the plan of 
action & milestone outline; this helps keep both parties accountable in schedule. During the meeting, 
both parties go over the agenda, the plan of action and the milestone outline, while mentioning the 
next potential meeting date and time. After the meeting, the general contractor creates a meeting 
minute documentation to summaries the discussed points, and also provides the next scheduled 
meeting. The general contract is responsible for creating and providing the document to the consultant 
so that both parties have the proper documentation. In the case that the user of this project chooses to 
hire an external general contractor, they can set up the system in any method that they prefer. 
However, the key concept to keep in mind is to always have proper written documentation of the 
discussed items.  
 
See below for the Meeting Minutes summary provided by the general contractor: 
 
 
Figure 6: Meeting Minutes 
 
Pre-Construction Documents 
 
Construction Documents are collectively, the list of documents that describe every aspect of the 
project. Construction Documents fill in all the details from the final set of drawings that will specify 
every component of the project. Pre-construction documents are all the documents needed before 
starting an actual construction project. Pre-construction documents provide assumptions and 
discussion points, so owners have a chance to change the design or scope before finalizing the project 
details. Pre-construction services may include but aren’t limited to: cost analysis of the scope of work, 
plans and specifications, Schedules, and materials and equipment lists, and cut list, etc. 
 
Plans & Specifications 
 
Plans and specifications are defined by the Building Act of 2004, which include the drawings, 
specifications and other documents from which the building is to be constructed, altered, demolished 
or removed, and the definition of building use. Almost the entire project can be based off the Plans 
and specifications, as it contains copious amounts of information that will aid progress. In the case of 
this senior project, the plans and specification document will contain floor plans, elevation views, and 
step by step instructions of how to build the structure. In addition to the design documents mentioned, 
the document will also include the legal verbiage, disclaimers, warnings and assumptions made to 
create the overall project.  
 
See figures below to see overall table of contents and small portion of actual specifications written: 
 
 
As you can see from Figure 8, the legal verbiage shows that the plans and specifications were 
purchased through a third-party vendor: DIYGardenPlans; the reasoning for this is because the student 
author is acting as a general contractor that hired a separate design team or purchased a pre-existing 
design document from a third-party design team. A pre-existing general contractor hiring a design 
team is common in the construction industry, unless the construction firm itself has their own in-
house designers.  
 
Figures will be provided below to show the general floor plan and elevation views: 
 
Figure 7: Plans and Specifications: Table of 
Contents 
Figure 8: Portion of actual written 
Specifications 
Figure 9: Front Elevation, Side Elevation & Floor Plan 
As mentioned previously, step by step instructions of how to build this structure is also mentioned in 
the plans and specifications. Usually, instructions are not given in the plans and specifications unless 
it has a special requirement. However, the targeted audience exhibits a range of different construction 
experience, therefore, the general contractor thought to include the instructions to accommodate all 
interests. The instructions for the structure are broken down into different components, and then 
discussed in detail both in text form and visual form. Photo references with labels and dimensions are 
provided for each set of instructions to provide maximum clarity. Everything ranging from the 
structure component, the material dimensions, material labels, and detailed assembling references are 
spelled out in this part of the document.  
 
See figures below for portions of the instruction’s manual: 
 
Lastly, as mentioned earlier: assumptions made during the production of these pre-construction 
documents are also provided. Within this portion of the document, the discussion of experience level 
and scheduling is mentioned. The experience level of the user is unknown; therefore, these pre-
construction documents are created with the assumptions that users of all experience levels are able to 
construct this product. The scheduling assumptions are also discussed in detail here and breaks it 
down to two different categories: the working-class schedule and the non-working-class schedule. 
Other assumptions are included as well, such as time allotted for lunch and breaks, different starting 
and ending times dependent on the season and such. The Assumptions page of the plans and 
specifications goes into details for items mentioned above.  
 
Materials List 
 
A material list is a predefined list of parts or components that may be referenced on an activity of a 
project, PM schedule, or standard work order to minimize data entry and ensure a consistent material 
plan for different jobs. Taken into consideration that there are various unique users that might access 
this project, the material list was created using local resources, assuming everyone has access to these 
Figure 10: Labeled Components & Step-by-Step Instructions 
hardware franchises. Prices and material options are chosen to be the lowest selection possible, 
however, users can change the material preference based off of their own liking. The size of the 
materials needed is also provided for the specific project, but the users are free to change the size to 
their own customization. 
 
See example of materials list in figure below:  
 
 
Figure 11: Materials List 
 
Equipment List 
 
An equipment list is a predefined list of tools or equipment that should be used on a project activity to 
enhance the process. Taken into consideration that not every single person owns or has access to 
power tools and equipment, there is the option to purchase or rent the equipment or tools listed.  
The equipment list was created using local resources, assuming everyone has access to these hardware 
franchises, the hardware franchise referenced also provides the equipment rental option. Prices and 
equipment options are chosen to be the lowest selection possible, however, users can change the 
equipment preference based off of their own liking. There is also the option of borrowing tools from 
family and friends, which will save cost in the long run; regardless, the list is provided for reference. 
 
See example of equipment and tool list in figure below: 
 
 
Figure 12: Equipment & Tools List 
 
Cut List 
 
A cut list is also called a cutting list and is closely related to a bill of materials. In fact, many wood 
workers treat them as one and the same, it’s basically a list of all the t parts required to build a 
woodworking project that contains a number for each part along with its thickness, width and length. 
One can think of a cut list as a bill of materials for lumber and sheet stock without any of the cost 
information. Its purpose is to help users figure out how and where to cut each piece of wood. As 
mentioned earlier in the Materials list, users are free to change the dimensions and cut the material in 
whatever fashion they like, as the project can be customizable; regardless, the list is provided for 
referencing for this project specific. 
 
 
Figure 13: Cutting List 
 
Cost Analysis of Scope 
 
The primary reason for conducting cost analysis is generally to determine the true costs of the 
programs under analysis. This Pre-construction report provides Cost-saving opportunities that could 
be taken into consideration, and some changes in Scope & Design the will also reduce overall cost. 
There are cost-saving opportunities available, especially in materials cost, equipment cost, and 
potentially labor cost, which is broken down and explained in a detailed report. The cost analysis 
report can also provide ideas and options to change in scope & design to further decrease the cost. 
Whether or not the builder chooses to follow this assembled package exactly, there are many ways to 
go about this project. The assembled package’s intention is to provide all the materials and options 
needed to make this project happen, but ultimately, the builder must make a choice. The suggestions 
to cost savings and scope changes are there for the builders’ review.  
 
Look at Tables below for examples of the cost-analysis report: 
 
Table 1: Pros and Cons of Buying & Hiring 
 
Table 2: Pros and Cons of Self-Performed Work 
 
Construction Schedules  
 
In construction management, a construction project's schedule outlines each step that should be 
completed by a specific date before the next step can be taken. A successful schedule ensures that 
project steps are completed in a timely manner and in a way that minimizes delay. In a more casual 
sense, a construction schedule is similar to that of a game plan that has an attached timeline. This 
document is very useful in staying on track with a project and provides an expected time frame 
needed to complete a project.  
 
  
Two Schedules: Working-Class & Non-Working-Class 
 
The Working-Class schedule assumes that the builder will be working a regular 9am-5pm job on 
weekdays, allowing them to only have weekends to work on the project. The Non-Working-Class 
schedule is the opposite and assumes that instead of working at their occupation for 40-hour weeks, 
the builder will be spending 40 hours a week working on this project instead. Extra durations were 
taken into consideration when formulating the schedules, and more than enough time is allotted for all 
the tasks mentioned within the schedule. A builder with zero construction knowledge or experience 
will be able to pick up the schedule and understand the durations and sequencing needed to create the 
project. With that said, builders at a more advanced experience level would be able to finish the 
project at a faster pace, and this schedule would be cut down in durations.  
 
 
Figure 14: Non-Working-Class Schedule 
 
Other basic assumptions that are included in the schedule are later start times, time allotted for lunch 
and breaks, and ending times before the sky goes dark. Later start times accommodate for those 
builders that tend to sleep in. Lunch and break times are totaled to 1 hour and is placed somewhere in 
between the 8 hour duration. Builders should stop working on the project before the sun goes down, 
but due to the fact that it is unpredictable as to when the builder decides to start this project, a set time 
of 6:00pm is used. 
 
 
Conclusion 
 
Pre-construction documents can vary depending on the project itself, some documents might be 
needed, but not every single document is applicable to the situation. The purpose of this document is 
to provide all the pre-construction services needed to create a mobile food distribution & assembling 
station. The student author, Winnie He, developed this mobile food assembling & distribution station 
idea while taking mobility and efficiency into consideration. The idea is for every volunteer, or every 
group of volunteers to be able to have their own mobile food assembling & distribution station.  
 
The first part of the project process is to identify the specific documents needed for the situation. A 
plan of action and milestone deadline and meeting minutes were created to keep the student author on 
track, but also provided general good bookkeeping strategies to the users. The pre-construction 
services included were: Materials, Equipment, and Cut lists, a cost analysis of the scope of work, 
plans and specifications, and two different schedules to accommodate the unique user characteristics. 
The actual final product proposed from this project is similar to a wooden shed, also incorporating 
some door and window openings to act as the distribution function. 
 
In conclusion, though the pandemic took away the opportunities for students to create physical project 
based senior projects, doing a virtual senior project was also a rewarding experience. This senior 
project demonstrates the knowledge and experience that students gain throughout the years at Cal 
poly. Being able to create a project that can contribute to such a kind cause is not only rewarding, but 
also a defining life experience. 
 
  
References & Appendix 
 
Colem, Joseph D. (2004). Construction Documents and Contracting. Pearson,  
Prentice Hall.  
 
Starzyk, Gregory F. (2015). Construction Law: Contracts, Risks and Regulations.  
Civilisation Chronicles. 
 
